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REQUIREMENTS AND PROCEDURES FOR 
CAREER EDUCATION BUSINESS PROGRAMS 

 
Overview 

The Missouri State Plan for Career Education makes provisions for approved 
secondary, postsecondary, and adult career education business classes.  Districts that 
seek program approval for career education business program must prepare and submit 
an Application for Approval of Career Education Program between September 1 and 
May 1 prior to the fiscal year in which the classes will start.  This application should be 
submitted to the Business Education Section of the Department of Elementary and 
Secondary Education. 
 
Approved Career Education Business Education Program 

With the start of the 2006-07 school year, Business Education will become an approved 
Career Education program.  For those school districts that currently have Career 
Education Business Education courses approved they will be able to report all Business 
Education courses (except Keyboarding, Introduction to Business, and Business Math) 
as Career Business Education. 
 
High Schools:  In comprehensive high schools, Business Technology (CIP Code 
52.0407), and Network Administration (CIP Code 11.0901) may be offered for one or 
two periods a day.  Local districts have the flexibility of offering one period for eleventh 
grade students and an additional period for twelfth grade students, or one or two 
periods in one year for both eleventh and twelfth grade students.  One preparatory unit 
of business instruction is required of students enrolled in a career education 
Business Technology course.   
 
In addition, a Supervised Business Experience (SBE) program (CIP Code 52.0499) may 
be available for students.  Students enrolled in the supervised business experience 
program should be currently enrolled in business technology or in the second year of 
network administration.  Students work in a training station where a variety of jobs 
related to business training is performed. 
 
Guidelines and procedures can be found in the SBE Handbook at 
http://www.dese.mo.gov/divcareered/biz_supervised_business_experience.htm.  

 
 
Area Career Centers:  The career center may choose to offer classes in a one-period, two-
period, or three-period block of time, depending upon the needs of the sending schools.  One 
preparatory unit of business instruction is required of students enrolled in a career 
education Business Technology class.   

Competencies for the above business education may be found at:  
http://dese.mo.gov/divcareered/biz_be_competencies.htm

http://www.dese.mo.gov/divcareered/biz_supervised_business_experience.htm
http://dese.mo.gov/divcareered/biz_be_competencies.htm
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Postsecondary Institutions.  Business courses that have been approved by the 
Coordinating Board of Higher Education and lead to a one or two-year certificate or 
associate degree may receive career education business funding. 

Adult Program Offerings.  A portion of an adult education instructor’s salary may be 
reimbursed through career education business funds.  Application is made by 
submitting a  FV-1  for Adult and Postsecondary Salary Budget For Career Education 
Programs (http://dese.mo.gov/divcareered/forms.htm) for the courses offered each 
semester.  Each course listed on an FV-1 for which a school is requesting 
reimbursement must submit appropriate information as outlined in the Guide for 
Submitting Applications for Short-Term Adult Vocational-Technical Education Programs 
found on page 36 of this section.  This application will be retained on file with the 
business section and will not need to be submitted each time an FV-1 is submitted 
unless substantial changes in the course are made. 
 
Application for Career Education Program 

Districts that would like to apply for an approved career education program must 
prepare and submit to the Director of Business Education (DESE) the Application for 
Approval of Career Education Programs between September 1 and May 1 prior to the 
fiscal year in which the program will start.   The application may be found at 
http://www.dese.mo.gov/divcareered/forms.htm#biz.  
 
Program Expansion 
 
Districts that want to expand the number of sections of an approved career education 
business course should send a letter of notification to the Director of the Business 
Education before May 1 prior to the fiscal year in which the expansion will start. 
 
Program Reactivation 

The superintendent should contact the Business Education Section director before May 
1 to request that a career education program be reactivated.  If the program has been 
inactive more than two years, the Application for Approval of Career Education 
Programs must be submitted between September 1 and May 1 prior to the fiscal year 
in which the program will start.   
 
Equipment Reimbursement 

Monies are available on a 50 percent matching basis (50 percent local district 
reimbursement and 50 percent state reimbursement) to purchase equipment, software, 
and workstations for business technology and network administration only.  The 
number of equipment/workstations approved is based on program enrollment and 
equipment previously reimbursed within the past three years.  A minimum unit price of 
$200 is required for reimbursement. 

http://dese.mo.gov/divcareered/forms.htm
http://www.dese.mo.gov/divcareered/forms.htm#biz


To purchase equipment, an FV-4 Application for Authorization to Purchase Equipment 
form (http://www.dese.mo.gov/divcareered/forms.htm#biz) should be sent to the Business 
Education Section on or before July 1 each year.  The form will be processed and sent 
back to the superintendent with approval for purchase.  The district has until March 31 of 
the following year to purchase the approved items.  Once the purchase has been 
completed, the district should send a FV-2 Reimbursement Request for Approved Career 
Education Expenditures form (http://www.dese.mo.gov/divcareered/forms.htm#biz) to the 
Business Education Section.  Copies of invoices and equipment serial numbers must 
accompany the FV-2 form.  A Recommended Equipment List for career education 
business programs may be found at http://www.dese.mo.gov/divcareered/forms.htm#biz.  
Sample FV-2s and FV-4s are found on pages 39 and 40 of this section.  All equipment 
purchased for the approved career education program must be located in the career 
education business classroom. 

 

Equipment Inventory 

The Local Educational Agency (LEA) must keep appropriate inventory of all equipment 
purchased with state and federal funds.  Accurate inventory information may be 
recorded on inventory sheets or in computer files.  The inventory information must be 
available for review and evaluation upon request by a DESE employee. 

1. Property records shall be maintained accurately.  For each item of equipment, 
the records shall include: 

a. A description of the equipment, including manufacturer’s model number, if 
any; 

b. An identification number, such as the manufacturer’s serial number;  
c. Identification of the grant under which the recipient acquired the 

equipment; 
d. The information needed to calculate the federal or state share of the 

equipment; 
e. Acquisition date and unit acquisition cost; 
f. Location, use, and condition of the equipment and the date the information 

was reported; and 
g. All pertinent information on the ultimate transfer, replacement, or 

disposition of the equipment. 

Sample Inventory Card/File 
Program Area  Item Name
Room number  Model Number
Purchase Date Cost Serial or ID No.
Reimbursement % Grant Type  
Condition of equipment:  (Excellent, good, needs repair, obsolete, missing)
   
Condition/Date Checked by Whom Disposition Date
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2. A physical inventory of equipment shall be taken every year and the results 
reconciled with the property records to verify the equipment purchased with state 
and/or federal funds is located in the career education classroom.  Any 

http://www.dese.mo.gov/divcareered/forms.htm#biz
http://www.dese.mo.gov/divcareered/forms.htm#biz
http://www.dese.mo.gov/divcareered/forms.htm#biz
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differences between quantities determined by the physical inspection and those 
shown in the accounting records shall be investigated to determine the causes of 
the differences.  Lack of verification of equipment may affect future funding of the 
program. 

 
3. Lost, stolen, or destroyed equipment items shall be reported to the Business 

Education Section of DESE.  This pertains to items with a unit cost of $200 or 
more 

 
Equipment may be replaced after it has been used in the classroom three years (as 
funds permit).  At that time, the equipment becomes the property of the local school 
district.  The career education instructor may submit an FV-4 to request funds to replace 
the equipment. 
 
A district may not dispose of vocationally funded equipment before the time of three 
years has expired.  If equipment is disposed before the designated time period, the 
district shall reimburse the state 50% of the current market value of that equipment. 
 
The state office will maintain on file: 
 

1. Reimbursement Request for approved Career Education Expenditures forms 
(FV-2s) and invoices for a period of five years. 

 
2. Evaluation comments on individual district equipment management procedures 

 
3. A master list of equipment items costing $200 or more.  These are permanent 

continued-interest items that will remain on record until replaced. 
 
Identification Tags 

Identification tags may be assigned by the local district on all career education 
equipment purchases.  The tags may identify that the equipment should be kept in the 
career education business classroom. 
 
Instructional Management System 

One of the important aspects of competency-based career education instruction is the 
specification of competencies that a student is to achieve.  In order to communicate and 
keep track of a student’s progress on competencies, a competency profile is often used. 
The profile can assist instructors in recording the progress of individual students toward 
meeting the course competencies.  Competency profiles are available for all approved 
career education business courses and may be obtained by contacting the Instructional 
Materials Laboratory https://iml.missouri.edu/imn/ and are available on the DESE 
Website at http://www.dese.mo.gov/divcareered/biz_be_competencies.htm. 
 
Instructors may want to develop their own computerized instructional management 
system.  A sample of the Competency Profile for Business Technology follows.  This 

https://iml.missouri.edu/imn/
http://www.dese.mo.gov/divcareered/biz_be_competencies.htm
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format provides space to evaluate student progress.  Competency profiles may be 
found at http://dese.mo.gov/divcareered/biz_be_competencies.htm and 
http://missouricareereducation.org/curr/businessed1.html.    All approved career education 
business programs must have a career education instructional management system.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://dese.mo.gov/divcareered/biz_be_competencies.htm
http://missouricareereducation.org/curr/businessed1.html
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Name: ________________________________________ Business Technology 
(1 of 6 pages from Competency Profile found at http://missouricareereducation.org/curr/businessed1.html) 

Directions: 
Evaluate the student by checking the appropriate number or letter to indicate the degree of competency. The rating for 
each task should reflect employability readiness rather than the grades given in class. 
 
Rating Scale: 
 3 Mastered – can work independently with no supervision 
 2 Requires Supervision – can perform job completely with limited supervision 
 1 Not Mastered – requires instruction and close supervision 
 N No Exposure – no experience or knowledge in this area 

 
3 2 1 N A. Explore Careers in Business Notes: 
    1. Utilize career assessment tools (e.g., student 

interest survey, aptitude test) 
 
 

    2. Analyze various business careers by looking at 
salary, benefits, job requirements, educational 
requirements, employment outlook, etc. 

 
 

    3. Research career choice  
 

    4. Prepare a career development plan  
 

    5. Participate in work experience activities (e.g., job 
shadowing) 

 
 

    Other:  
 

 
3 2 1 N B. Prepare for Employment Notes: 
    1. Research a potential employer  

 
    2. Prepare a resume  

 
    3. Compose a letter of application  

 
    4. Complete a job application  

 
    5. Prepare a work-sample portfolio  

 
    6. Differentiate between legal and illegal pre-

employment questions 
 

    7. Participate in an interview for a job  
 

    8. Compose a follow-up (i.e., thank you) letter  
 

    9. Compose letters accepting and declining a job offer  
 

    10. Participate in internship or Supervised Business 
Experience activities 

 

    Other:  
 

 
3 2 1 N C. Develop Career Management Strategies Notes: 
    1. Compare and contrast ethical, unethical, legal, and 

illegal business practices 
 
 

    2. Explain the importance of working within 
organizational structures (i.e., chain of command) 
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Vocational-Technical Education Enhancement Grants 

In an effort to further enhance the quality of career education in the state of Missouri, 
the Outstanding Schools Act of 1993 includes provisions for grants to public high 
schools, career and technical centers, and community colleges solely for the purpose of 
new programs, curriculum enhancement, equipment, and facilities.  Grants are awarded 
under three conditions: 

1. Seventy-five percent of grant funds shall be expended for new or existing 
occupational career education programs for instructional equipment that 
addresses demand occupations that have been determined to be in critical 
shortage.  The remaining twenty-five percent may be used for these purposes, as 
well as for facility improvement without regard for demand occupations. 

2. An advisory committee shall be established by each eligible institution prior to a 
grant award. 

 
3. A detailed budget shall be developed covering all major expenditure categories 

and itemizing all equipment purchases. 
 
Specific deadlines for grant proposals are stated in the Vocational-Technical Education 
Enhancement Grant Administrative Planning Guides, available on the web in 
December.  The application is due February 28.  Grant awards will be effective July 1 
of each year.  The application for the Vocational-Technical Education Enhancement 
Grant is available at http://dese.mo.gov/divcareered/grants.htm. 
 
To be eligible for an Enhancement Grant for the business program, a room must be 
used for an approved career education course three periods per day per semester (for a 
traditional schedule).   
 
Carl D. Perkins Career and Technical Education Improvement Act of 2006 
(Perkins IV) 
 
The major purpose of Perkins IV is to more fully develop the academic and career and 
technical education skills of secondary and postsecondary students who enroll in career 
and technical education programs by:  
 
• Building on the efforts of states and school districts to develop challenging academic 

and career and technical education standards and to assist students in meeting the 
standards. 

• Promoting the development of services and activities that integrate rigorous and 
challenging academic and career and technical education instruction as well as link 
secondary and postsecondary education for participating students. 

• Providing technical assistance and professional development that improves the 
quality of career and technical education teachers, administrators, and counselors. 

http://dese.mo.gov/divcareered/grants.htm
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• Supporting partnerships among secondary schools, postsecondary institutions, 
bachelor’s degree-granting institutions, local workforce investment boards, and 
business and industry.   

 
There are also a number of new provisions in the Perkins IV legislation: 
 
• Require the local eligible recipients to create at least one high school career and 

technical education program of study that prepares students for high-demand, high-
wage occupations that leads to recognized employer credentials, postsecondary 
certificates, and associate’s and/or bachelor’s degrees. 

• Hold states accountable for modifying existing courses and creates new courses 
designed to advance both academic and career and technical education. 

• Require schools to link career and technical education studies with a rigorous 
academic core curriculum to add meaning and relevance to students’ academic 
studies. 

• Encourage schools to use funds to link high-quality career and technical education 
studies to comprehensive high school reform programs. 

• Expose students to career and technical education opportunities early in high school 
and provide postsecondary goals. 

• Provide comprehensive professional development for career and technical education 
teachers that are not limited to one-day or short-term workshops and that have a 
lasting impact on classroom instruction by integrating challenging academic content 
and skills into career and technical education courses and improving teaching skills 
based on research that includes promising practices.   

 
Every approved career education program has the opportunity to receive an allocation 
of Perkins funds disseminated by DESE.  The district allocation is computed on 
percentage of vocational students, high number of vocational students, special 
populations, and geographical location (urban vs. rural).  To qualify for a minimum 
allocation of $15,000, the district’s programs must be of sufficient size, scope, and 
quality.  This is based on providing training opportunities in four career education 
program areas (Agriculture, Business, Industrial, Health Occupations, Marketing & 
Cooperative Education, and Family and Consumer Sciences.)  A district may join into a 
consortium arrangement with another district in order to meet the required $15,000 
distribution amount.  An application is submitted to DESE outlining how the funds will be 
used for career education.  For additional information on accessing Perkins funds, 
contact Sandy Withers, Finance Supervisor 522-1487. 
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Reimbursement Procedures 
For Postsecondary and Adult Programs 

Effective July 1, 2002 
 

Postsecondary Career Education Programs (Two & Four-Year Institutions) 
  

• $120 per credit hour for classes with ten (10) or more students. 
• No reimbursement for classes with less than ten (10) students. 

 
To be reimbursed: 
 

• The program/course must be a Department-approved career education 
program/course. 

 
• If a program/course or instructor is dropped, a new or expanded program/course 

or instructor may be added. 
 

• If a program/course is not taught for one-year due to the lack of an instructor, the 
salary reimbursement dollars will be held.  However, if after one-year the 
program is not taught, it will be dropped and the salary reimbursement dollars will 
be eliminated.  The salary reimbursement dollars have been lost. 

 
• Teachers with ten (10) or more credit hours per semester must meet certification 

requirements.  Teachers with one (1) to nine (9) credit hours are considered 
adjunct faculty and are not required to meet certification requirements for short-
term instruction. 

 
• A maximum of 15 credit hours per semester (first and second) and eight (8) 

credit hours for summer will be reimbursed per teacher. 
 
Short-Term Adult Programs Less Than 500 Contact Hours 
 

• $10 per hour for classes with ten (10) or more students. 
• No reimbursement for classes with less than ten (10) students. 
• No reimbursement for classes with less than one (1) hour of instruction. 
• Reimbursement will be based upon the availability of funds per program section. 

 
For additional information about Reimbursement Procedures see:  
http://dese.mo.gov/divcareered/salary_reimbursement.htm.   All forms are available at 
http://dese.mo.gov/divcareered/forms.htm.  
 
Course Approval 
 
Each course listed on an FV-1 for which a school is requesting reimbursement must 
submit appropriate information as outlined in the Guide for Submitting Applications for 
Short-Term Adult Vocational-Technical Education Programs.  This application will be 
retained on file with the appropriate section and will not need to be submitted each time 
an FV-1 is submitted unless substantial changes in the course are made. 

http://dese.mo.gov/divcareered/salary_reimbursement.htm
http://dese.mo.gov/divcareered/forms.htm
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 SUPERVISED BUSINESS EXPERIENCE PROGRAM 
 

Overview 

The Supervised Business Experience (SBE) program is a learning experience which is 
an extension of the business education classroom.  The program provides on-the-job 
work experience that gives students the opportunity to apply the knowledge and skills 
they have acquired through classroom instruction.  Students have the opportunity to 
make the connection with “real world” expectations in terms of accuracy of work, 
production, staying on task, responsibility for work—all the components which are 
emphasized in the classroom setting.  The work experience reinforces the importance of 
interpersonal skills that gives students a forum to develop positive workplace 
experiences.  The SBE program facilitates the transition from the classroom to the 
workplace. 

SBE is designed for students enrolled in approved advanced career education 
programs (Business Technology, Accounting II, Network Administration).  Students 
participating in SBE are expected to perform productive work during their off-campus 
experience and are usually paid for the work experience.  Considerations include 
transportation to and from work and insurance, including liability and workers’ 
compensation.   

The program must be well-planned and adequately supervised by school district 
personnel to ensure the school district’s eligibility for state and federal funds and to 
justify the awarding of credit to participating students.  SBE programs may also become 
an important part of school and district school-to-work programs. 

Policies and Procedures 

Instructional Program 

• To be eligible for off-campus programs, students must 

1. be 16 years old or older 
2. be juniors or seniors in high school (according to local policy) 
3. be enrolled in daily related classroom instruction that is a part of the 

school district’s regular program 
4. have completed one business education course 
5. have maintained at least a 2.0 grade average (out of 4.0) 
6. have satisfactory school attendance and disciplinary records 

• Students should be scheduled for a minimum of 10 hours of work per week 
(preferably 15). 

• The career education business in-class instruction and on-the-job training 
serve jointly to contribute to the student’s employability.  There must be a 
close relationship maintained between the career education instruction and 
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occupational experience.  The teacher/coordinator that provides related in-
class instruction should also coordinate the students’ on-the-job training. 

On-the-Job Training 

• Each student will be placed in a training station that directly contributes to the 
development of the competencies necessary for successful employment in 
his/her chosen occupational field. 

• The teacher/coordinator shall receive one hour of release time per 12-15 
students for coordination of on-the-job training.  In addition, it is 
recommended that the coordinator shall have an extended employment 
contract for training station development, training plan negotiation, and 
placement of students in training stations.  A 10-month contract is 
recommended. 

• The teacher/coordinator who provides related in-class instruction should also 
coordinate the students’ on-the-job training. 

Teacher/Coordinator Qualifications 

Individuals employed to teach in a career education reimbursed SBE program must 
meet the vocational business certification requirements and complete a course in 
coordination of cooperative education.   

Resources 

Information about the Supervised Business Experience Program can be found at 
http://dese.mo.gov/divcareered/biz_supervised_business_experience.htm.  Resources 
include: 

• SBE Handbook with Policies and Procedures and Sample Forms 
• DESE Off Campus Credit Granting Policies 
• Policies for Credit and Supervised Employment for Approved High School 

Cooperative Education Programs 
 

Application Process 

Submit a letter of your intent to start an SBE program to the Director of Business 
Education, P. O. Box 480, Jefferson City, MO 65102, between September 1 and May 1 
for approval for the following school year. 

 

http://dese.mo.gov/divcareered/biz_supervised_business_experience.htm


 

 35

STATE OF MISSOURI 
DEPARTMENT OF ELEMENTARY AND SECONDARY EDUCATION 
Division of Career Education 
P.O. Box 480, Jefferson City, Missouri 65102-0480 
Reimbursement Request for Approved Career Education Expenditures 

Number:  6-920-002B 

FV-2

PLEASE READ INSTRUCTIONS ON REVERSE SIDE. 
Fiscal Year Ending: Vendor Code: Local Education Agency (LEA): 
June 30, _xxxx_ 123-456 Anywhere School District 
Program Codes (Program and Type): Mailing Address: 
02-04 P.O.Box 20 
Description of Program: City and Zip Code: 
Business Technology Anytown, MO  20202 

Items For Which Reimbursement Is Claimed 
(1) 

Date 
Purchas

ed 

(2) 
From Whom Purchased 

(3) 
Description of Item 

(Please Attach Invoices) 

(4) 
State 
Use 
Only 

(5) 
Expenditure 

(6) 
Check 

No. 

4/9/xx XYZ Business Systems XXX Computer, Monitor, Hard Drive,   $ xxx 12300 
  Internal Drive, Keyboard, Power Supply,     
  Mouse, Cable, w/CD ROM    
4/9/xx XYZ Business Systems Memory Upgrade Kit  xxxx 12300 
4/9/xx XYZ Business Systems XXX Printer, Cables  xxxx 12300 
5/8/xx ABC Office Supplies L-Shaped Desks  xxxx 15448 
5/8/xx ABC Office Supplies Posture Chairs  xxxx 15448 
6/1/xx BRIZ Office Machines XXX Calculator  xxxx 15990 
6/7/xx HB Office Distributors Computer Projection System  xxxx 16121 
6/1/xx BRIZ Office Machines XXX Transcriber  xxxx 15990 
4/9/xx XYZ Business Systems Software  xxxx 12300 
    Word Processing Pkg.    
    Database Pkg.    
    Spreadsheet Pkg.    
    Graphics Pkg.    
      
      
      
      
      
  TOTAL EXPENDITURE 

 
$  

  
CERTIFICATION 
   I hereby certify that the information reported herein is correct to the best of our  
   knowledge and belief. 
    Date:  _____________________ 

Chief Administrator’s Signature: 

  

FOR STATE OFFICE USE ONLY 
 
C ounty 
District 

Section 
Code 

School 
Code 

Program 
Code 

Area 
Code 

Year 
Paid 

Year 
Chg. 

Purpose Source State Federal Expenditure Reimbursement 

                 
                 
                 
                 
                 
                 
                 
                 

 Approved by:  
                 

 
MO 500-01303 (10-96) 



 

DEPARTMENT OF ELEMENTARY AND SECONDARY EDUCATION            
Number:  6-920-004 
Division of Career Education                                   FV-4 
P.O. Box 480, Jefferson City, Missouri 65102-0480 
Application for Authorization of Career Education Expenditures

PLEASE READ INSTRUCTIONS ON REVERSE SIDE. 
Fiscal Year Ending: Vendor Code: Local Education Agency (LEA): 
June 30, 200__ 123-456 Anytown R-I School District 
Program Codes (Program and Type): Mailing Address: 
02-04 999 Somewhere Street 
Description of Program: City and Zip Code: 
Business Technology Anytown, Missouri 65111 

Items Submitted For Approval 
Description of Items Quantity Estimated Estimated 

Unit Cost Total Cost 
   XXX Computer, Monitor, Hard Drive, Internal Drive, Keyboard, Power 10 $       XXX $       XXXX 
      Supply, Mouse, Cable, w/CD Rom    
   XXX Printer, Cables 5 XXX           XXXX 

Computer Workstations 10 XXX XXXX 
Computer Projection System 1 XXX XXXX 

   XXX Transcriber 3 XXX XXXX 
   Software 10 XXX XXXX 

   Word Processing Package    
   Database Package    

      Spreadsheet Package    
      Graphics Package    

    
    

    
NOTE:  All unit costs must be a minimum of $200.         

    
    

    
         Total Estimated Cost  $XX,XXX 

 
CERTIFICATION 

The local education agency hereby requests authorization to expend funds for Career Education as described on this form to be used for instructional programs 
approved under the provisions of the State Plan for Career Education. 
It is understood that the title to equipment and teaching aids is to be vested in the school district with accountability to the Department of Elementary and Secondary 
Education.  No disposition or diversion of use may be made without written Department approval.  If such property is sold or no longer used for the purposes requested 
and approved, the Department of Elementary and Secondary Education is to be credited with its share of the value as determined by the sale price or fair market value. 
It is further understood that the LEA will furnish the Department information required for supporting claims for funds, and maintaining financial aid inventory records 
within the LEA. 
Date _____________________________ Signed _________________________________________________________________ 

(Chief Administrator) 

FOR STATE OFFICE USE ONLY 
County School Program Area Year Year Purpos

e 
Expenditure Reimbursement State Federal Source Section 

District Number Code Code Paid Chg. Code 

                 
                 
                 
                 
                 
                 

____________________________________ ____________________________________ __________________ 
Program Director State Director of Career Education Approval Date 

MO 500-01304 (10-96) 
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